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GEORGIA DEPARTMENT OF HUMAN RESOURCES..

APPLICATION FOR RECORDS RETENTION SCHEDULE | © OFFICE OF ADMINISTRATIVE SERVICES 4

RECORDS MANAGEMENT UNIT
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For instructions on completing this form eontac*t DHR Records Managament Umt, 47 Trinity Avenue, Atlanta Georgia
30334. Phone - (404) 6564976 GIST: 221-4983

\

 DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES —_ ARCHIVES AND HISTORY

Applicstion Date DHR Application Number

08-13-79 Office of Regulatory Services : 76 2. aj_ A
Application Number Compliance Monitoring C Date Flooelvad Date Complated

618 Ponce de Leon . AUG 3

e 19734 . 30334 o 7 AUG 13 1979 |25 91 1879
2. Person 1o Contact . Working Title Teiephone Number
TN Mo0d Y . e DITECEOT 0 8942513

3. Actior: Requested o
a. [ Emablish Retention Schedule; record will continue to sccumuiste.
b. LJ Dispose of prasent sccumulation; no further sccumulation nntscipmd

c. £kAmend Application No. __ . 76-237 Check One: [l Chonge; [ Supercede: O Void
4. Detes of Series 5. Records Series Title ffollowed by title used in office; if different)
Earliest Latent Service

l Client Service Discrimination Complalnts Against Department & Providers

8. Division snd Office Function Wiat is the function of the Division snd the Office in which this record series is created?

The Office of Regulatory Services has the responsibility to provide for the superv1510n and
management of the Department’'s regulatory and quality control functions lncludlng medical
care facilities, laboratory facilities, and child-caring and child-placing agencies and
facilities; to insure objectivity in thesé'act1v1t1es, to facilitate communication and coor-
dination; to enhance the Department's ability to develop policy on regulatorg activities and
move to a standardized approach for enforcement; to facilitate the development of interpretive
guidelines and a consistent approach to interpretation of regulations; and to provide a
mechanism to assist in the development of plans for future regulatory/quality assurance
functions where needed.

*
1

7. Records Series Description Thas file contains the followlng documeﬂu {mcludo forrn numbers and titles, if any): Amzhvumples of the file.
Documents relating to: investigations of complaints against DHR and its service prov1ders by
ST —~-- -¢lients. (Civil Rights Act, 1964) >
Included are: letters and notices of complaint; notification of complaint against to
' respective Division/Office regarding provider verification; and where
applicable, report of findings, conclusions and recommendations of on-site

review.
The file is arranged : alphppetically by name of principal person concerned.
8. Monthly Reference Rate How often are records :farrad 10 which are:
Omtosixmonthsold . : Ssven tp wolve momhs old ;  Thirmen to twentyfourmonthsold _____
twenty-five monthsandolder . .. ? -
(9. Annual Raw of Accumulation or Records . a T
1 - . B A T )
Letiorsizo drowers — ... Logal4izedrswers . . : Sheives ; Other {Specify)

Form 4858 (7-78) (Ovar}
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YES | NO | 10. Questionnaire _ {Place an X" in the prapér seiumn) } o

(¥

a. ls this the official copy of the series? .
if not.whanhlt? )

b e n o mmmmr e e s g o e

s e e s et -
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b. Douas the nﬂa contain confidential mform:t:on reguiring security hmdimg? If ves, euta law or regulstion.

c. Is this a vital ‘record?

T L T L N AR PR 8 AR S AT -

d. Does this serias hawe historicsl or iong term resssrch nluo?

be whedulod wparstely? ; |

9. Whan one or two documents in the file make it necesiary to Iuep the entire file for a long period, could thase document:

-y

. lstho information containad in this saries Mr publuhad? lf yes, attach copy.

. g. Is the information contalned in this wries ever snalyzed and/or recordad in » summarized report?
i yes, & mnh copy.

h. athers s dupllutlon of this urlu in your office, or in another affice or agency?
Hyes, where? 0 -

1. isthis serias for @ major portion of of Ir) mulnrlv mwxoﬁlmod?

Atwach copy or excerpt of iaws or reguistions. Explain administrative need.

P T = e e o S AL, Ty T e AR 5 At e

' i. Dows the record serias result in 8 computer ¢ printout?
11. Retantion Requirsments The following rlqul!n tho !ria! E:’t! kept:
a. Seate Law —_— e YOOI, : d. Audit period yéars.
b. Statuts of imiwmtion years, - o. Administrative need 185 _______years.
¢. Federal lew — years. 1. Fodlu'd retention instructions Ya&TE.

12 Approved Disposition Instructions  This agem:y ncommands that the file series be cut off at the end of sach:
" calendar Year; D Fiscal Year; £30ther

y3 each calendar ear,

id in the current files srZa — e TOMMYtD {8} Tn veards); than . n
0O Tumfer to local hoidingerea; hold . yesrls); then '
£3 Transter to State Records Center;hold .5 .. ___ year(s); then
#3 Destroy

O Tranifer to Stste Archives for psrmanant retantien.

Storage problems exist.

These instructions spply to all prior snd futurs accumulatiens of the saries.

EXother [Specity) Records may be transferred’ to the State Records Center earlier if

Upon final disposition of the charge of action place all papers in closed file at the end

TR P e bt B

Agency Haed/Designes (Signature) Date Records Manfogment Qfficer (Signaturel  , | Date
State Records Committ {Signature) Date

Recommandations in parsgraph
12 are approved. St Awditor/Detignes

{# dicspproved, sttach letter
of explanation.)

s-mwv of State/Designoe M—LL 7&4&4-}4

' Attomav General/Designes // W
e — — AL

| EE———
Form 4032 (7-78) (Howru Sido)
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APPLICATION FOR RECORDS RETENTION SCHEDULE |, QFFice OF T sEcreTany or STATE

RECORDS MANAGEMENT DiVISION

INSTRUCTIONS: See Pubhcatlon No. 76—8M—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schaduling Section.

POA AGENCY USE 1. Agency Address - FOR RECORDS MANAGEMENT USE
Applicstion Dste Georgia Department of Human Resources Application Number '
July 6, 1976 Qffice of State & Local Affairs 7@ - 2_ 37
Aoplication Namber Affirmative Action Unit = Room 408 5 Sere Recan Sere Comi
' 47 Trinity Avenue, S. W. ki te Completed
DHR- 81 Atlanta, Georgia 30334 , WL =797 UL 16 1976
2. Psrson to Contact Working Title Telephone Number
Mrs. Charlotte Knowles Stenographer TII 656~5669

3. Action Requested
8. & Estabuisn Retention Schedule; record will continue to accumulata,
b. O Disposs of present accumulation; no further accumutation anticipated.

¢, ) Amend Application No. Check One: [1 Change; [ Supercede: [J Void
g. Datm of Saries 5. Records Series Title (followed by title used in office; if differant)
arlisst Latest ;

1971 | to date’ | Title VI - Civil Rights Complaints Against Physici-éns and Dentists File
8. Division and Office Function What is the function of the Division and the Office in which this record series is created?

-~ .. ~ _E—

e LOfice of State and Local Coordinatiocn has the responsibility for coovdinsting the activities of the Departmaent
; with the Stace legislature; the Atcorney Gemeral; the County Cemmission:rs' Association; and the Municipal

Association. In addition, this Office is responsible for the coordination of activities relating to rules and )
-v regulations -hat require Board approvsl of formal hearing; the coordimation of the Department's efforts in pro- |

viding disasver relief; - dnd for working with the Office of Planning and Budget in maintaining a system for
{ tracking legisiation that affeccs the Departwment,

_ The Affirmarivae Action and Civil Rights Unit has the responsibility to insure that equal employment cpportunities

! and services are provided to all staff of the Department, and to clients who seck and receive services from the

' Department; and to establish a program of education oriented toward Title VI and Title VII cowpliance; and to
imestigate all complamts called to the attention of the 'Department regarding equal opportunity.

7. Record Saries De:cription This file conta:hs the following documents (mclude form numbers and t itles, if an
“mr -~ - Attach samples of the file. - . : . : -I- al’. -

LIELL lal - ‘ < - ~ -

Documentsrnlatingto- . ' W s .

[ - - 2 . ] o - e - I ‘__\',_

investigating complaints against physicians and dentists charg:;ng discr1m1nat1an with
respect to medical services. (Civil Rights Act, 1964)

Included are: . . :
letter of complaint (usually from DHEW); notification of complaint to respective Division/]
Office regarding vendor verification; where applicable, report of findings, conclusioms,
and recommendations of on-site review,

File is arranged:
-..alphabetically by last name of doctor.

8. Monthly Reference Rate How often are records referred to which are:

QOne to six months oid _____2_3, Seven to twelve months old ; Thirteen to twenty-four month§ old

twuntv fwo months and older

—

9. Annual thl of Accunrx/?lon of Reeord:
Letter-gize drawers 2= __; Legal-size drawers
A

; Shelves _ : _ ; Other (spacify}

A L T X, ) T
AR=F0-T1; Rev. 78 - T (Oven




(yEg | NO [ 10. guostionnﬂh {Place an X" in the proper column)

Vi

8. 18 this the official copy of the series? o . R
X it not, whare is it? ' : :

b. the seriag contai fidential information reqmrm security handhng? if yes, cite law or regutation.
D?l”lvacy ilc% EH:%17'2 - Public Law 93 579 (see attached page)

X ¢. ls this a vital record?

X d. Does this series have historical or long term research value?

o. When one or two documents in the file make it necessary to keep the entire file for a long penod could these

X ﬁocumen:s Le scheduled separaxglv? : o

a’ls the informatnon contamed in this series ever analvzed and/or rec:»rded ina summarized report?
X }f ves, attach copy.

. h. Is thers a duplication of this series in your office, or ‘in another office or agency? - .
X Jf ves, where?

X i- Isﬁumm.[qzmwammau&ﬂmguluﬂmmﬂmed? : ' el el

X . Doss the record saries result in a computer printout?

1. Hmmlon Requiremants The foliowing requires the series to be kept:

Vi

. o . ] . " £

&, State Law : years. d. Audit period ' years,
b. Statute of limitation years, : e. Administrative need 5 years,
¢. Pederal law years, §. Federal retention instructions = years.

- Attach copy or excert of laws or regulations. Explain administrative need. 7 Voo ~n .-

112 Approved Disposition Instructions . This  agency racommands that the file series be cut off at the end of each
_’ - S Calendar Year; O Fiscdl Year; £k Other - - then,

= = ik W

o e - = ot

O Hold in the current files area —month(s) __________ vear(s); then
O Trsnsfer to loca! holding area; hold ________year(s); then

£J Transfer to State Records Center;hold . __year(s); then

O Destroy, ‘

O Transfer to State Archives for permanant retention.

& Other (Specity)

¢cut off the closed file-at-the ehd of each calendar year:: hold in currefit *fileg

i .. T o . =
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These in's'tructions apply to all piior and future accumulations of the series,

Upon fin&l dispostion bf the tha¥ge or ¥ttion "4 <. .pldcé’dl]l papers in the .élosed file;-

~area 3 years; Ltransfer to State Records Center hold 2 years; ~ then destrcry, 2T

_Aggncy HadIDasig (Signature)_ __Date | Records Managé_ment Officer (Signature) = Date
w™ b Y é - j o N
el / LU e/ o061 £ Lo stns Cownor " | %I
/.r (74 7 7 -
: ) State Records Committee (Signature) Date
Flecornrnendations in para-

_ _ R
graph 12 are approved. State Auditor/Designee 7—- / ‘f‘; 7‘

(If disapproved, attach letter

of explanation.) ¥ Secreta tate/Designee 7/ 3/ 7%

cvcrﬁ_ Sld")

S Attorney General/Designee . // % M/ | 7/ {7 é




